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Topic Asssignment, Submission and Registration of Data on the
Bachelor’s Thesis, Master’s Thesis, Dissertation, and State
Comprehensive (Rigorosum) Exam, and the Means of Public
Presentation

Article 1
Introductory Provisions

1. The internal regulation “Topic Asssignment, Submission and Registration of Data on the
Bachelor’s Thesis, Master’s Thesis, Dissertation, and State Comprehensive (Rigorosum)
Exam, and the Means of Public Presentation” determines the method for topic assignment,
submission and registration of data on the Bachelor’s Thesis, Master’s Thesis, Dissertation,
and State Comprehensive (Rigorosum) Exam (hereinafter “final theses”) in accordance with
Act No. 111/1998 Coll. on Higher Education Institutions and on Amendment to Other Acts
(The Higher Education Act), as amended (hereinafter “the Higher Education Act”).

2. This norm “Topic Asssignment, Submission and Registration of Data on the Bachelor’s
Thesis, Master’s Thesis, Dissertation, and State Comprehensive (Rigorosum) Exam, and
the Means of Public Presentation” must be applied in accordance with the provisions of
Section 47b of the Higher Education Act without prejudice to:

)a Protection of information protected by the law;

)b Protection of business secrets;

)c Protection of the legitimate interests of third parties worthy of special consideration; and

)d Protection of information that might be used by Palacky University Olomouc (hereinafter
“UP”) for the purpose of granting legal protection to objects of industrial property under
the relevant legislation (for instance the Patent Application pursuant to Act
No. 527/1990 Coll. on Inventions and Rationalization Proposals, as amended).

3. Sections of the thesis including such information need not be published for the period when a
bar to their disclosure applies up to the maximum of three years, in accordance with Section
47b (4) of the Higher Education Act, if this fact and the extent of the unpublished parts of the
thesis had been previously specified in its assignment, or if determined by the tutor or thesis
supervisor in the process or upon the submission of the thesis; in all of the above defined cases,
the consent of the respective Vice-Dean is required. Information on publication postponement
and its justification must be published on the “UP Study Agenda” portal (http://stag.upol.cz) in
section “Browse IS/STAG” and “Final thesis”. Following the defence of the final thesis, where
the publication postponement applies, the authorized staff of the respective faculty shall,
without undue delay, send one copy of the thesis to the Ministry of Education, Youth and
Sports via authorized staff at the Study Department of the UP Rectorate.

4. The student is obliged to plan and structure the final thesis so that its public part provides
comprehensive information on its objectives and achieved outcomes. The tutor or thesis
supervisor shall determine, with the consent of the respective Vice-Dean, the date when the bar
to the disclosure ceases to apply and the thesis shall thus be published in its full wording.

5. In case of the postponement of the thesis publication date, based on the existence of legislation
preventing its publication, the thesis supervisor or tutor shall make a written record to be
submitted at the respective study department or department for science and research, and take
responsibility for the demonstrability and relevance of the particular legislation.

6. If the final thesis includes any personal or sensitive data under Act No. 101/2000 Coll. on the
Protection of Personal Data, as amended, its supervisor or tutor shall ensure anonymization of
these data before the electronic form of the thesis is submitted to the system of electronic study
evidence IS/STAG (hereinafter “IS/STAG”). The student is obliged to enable the supervisor or
tutor of the thesis to examine the matter before the submission of the final thesis into IS/STAG.
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The student shall be instructed about this obligation by the supervisor or tutor.

Article 2
Topic Assignment of the Final Thesis

The student is obliged to choose the topic of the final thesis. Topics for dissertations are
determined by the subject committee for the respective Doctoral program and are selected by
students within the study admission procedure. The student is also obliged to fulfil all formal
requirements for topic assignment of the final thesis at the individual study levels and forms
according to the demands and within the period defined by the respective faculty, usually
during the winter semester of the year preceding the last year of study.

2. The student is fully responsible for the accuracy and completeness of all data entered into
the template “Bachelor’s Thesis/Master’s Thesis/Dissertation Assignment Form” he/she is
obliged to submit it to IS/STAG wvia the portal “UP Study Agenda”
(http://stag.upol.cz). Instructions for submission are provided in Attachment No. 1. The
applicant for the State Comprehensive (Rigorosum) Exam does not submit the “Bachelor’s
Thesis/Master’s Thesis/Dissertation Assignment Form” into IS/STAG.

In the study agenda system IS/STAG, the student completes the following data about the

assignment of the final thesis to the template “Bachelor’s Thesis/Master’s Thesis/Dissertation

Assignment Form™:

a) Title of the thesis in Czech;

b) Title of the thesis in English;

c) Supervisor of the thesis;

d) Principles for development of the final thesis established in cooperation with the thesis
supervisor or tutor; and

e) A list of recommended references established in cooperation with the thesis supervisor or
tutor.

The student shall print three copies of the filled in “Bachelor’s Thesis/Master’s

Thesis/Dissertation Assignment Form”. These copies shall be signed by the thesis supervisor,

or by the tutor in the case of a dissertation, and the student shall submit them to the workplace

where the thesis is assigned and will subsequently be defended.

The workplace assigning the final thesis, i.e. usually a department or an institute (hereinafter

the “workplace”), checks the data on the final thesis in IS/STAG and in the printout of the

“Bachelor’s Thesis/Master’s Thesis/Dissertation Assignment Form”, and subsequently adds the

signature of the head of the workplace to the printout.

The workplace shall record the assignment and file the checked and signed “Bachelor’s

Thesis/Master’s Thesis/Dissertation Assignment Form”. The second copy of this form, duly

authorized, shall be submitted to the study department of the respective faculty or workplace

delegated by the Dean; the third duly authorized copy is given to the student.

The study department of the respective faculty or delegated workplace shall record the

assignment of the final thesis, file the “Bachelor’s Thesis/Master’s Thesis/Dissertation

Assignment Form” in the student’s study file, and copy the data from this form into IS/STAG.

Instructions for this procedure are provided in Attachment No. 2.

The Dean is entitled to determine a different manner of submission of the assignment of the

final thesis into IS/STAG.

Article 3
Submission of the Final Thesis

Final theses are processed at UP in accordance with the relevant legislation, particularly Act
No. 121A2000] Coll. on Copyright and Rights Related to Copyright and on Amendment to Other
Acts (the Copyright Act), as amended, and with ethical principles. Non-compliance with these
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(for instance plagiarism, etc.) will be considered a disciplinary offence punishable, in
accordance with Section 65 of the Higher Education Act, by expulsion from study. All
submitted final theses must be checked for plagiarism in the system theses.cz. The thesis
supervisor shall assess the outcome of the plagiarism check and mark the result of this check in
IS/STAG. A record of the check shall be included in the protocol of the proceeding of the final
thesis defence by authorized staff.

The student is obliged to submit the printed final thesis in at least two copies; the submission
term, the number of copies, and the place shall be specified by the respective faculty. The
student is also obliged to submit its equivalent in electronic form, unless prevented from doing
so by the nature of the thesis, for instance a concert performance, to IS/STAG via the portal
“UP Study Agenda” (http://stag.upol.cz). Instructions for submission are given in Attachment
No. 3. The student is obliged to supply the following obligatory data on the final thesis:

a) Title in the language of the thesis;

b) Title of the thesis in English;

c) Parallel title and Sub-title (if stated on the title page of the thesis);

d) Annotation in the language of the thesis;

e) Key words in the language of the thesis;

f) Annotation in English;

g) Key words in English;

h) Inserted attachments (if there are any);

i) Attachments included in the thesis;

J) Extent of the thesis; and

k) Language of the thesis.

Applicants for the State Comprehensive (Rigorosum) Exam submit the Rigorosum thesis in a
printed as well as equivalent electronic form. The Rigorosum thesis shall include all
information defined in a) — k) of this paragraph listed on a separate page placed at the end of
the thesis.

The student takes responsibility for the accuracy and completeness of all data included in the
form “Data on Final Thesis” in IS/STAG.

The study departments of the individual faculties or other authorized workplaces are obliged to
check the formal aspects of the data included in a printout of the document “Data on the
Bachelor’s Thesis/Master’s Thesis/Dissertation of the student” if this document is required by
the respective faculty, register the final thesis, and file the checked document into the student’s
study file.

The study department of the faculty or authorized workplace enters the date of submission of
the final thesis into IS/STAG in the section “My study”. No changes may be done to the data
following the final registration at the study department or department for science and research;
the system only enables browsing the data.

The Dean may determine a different manner of submission of the electronic form of the final
thesis and the obligatory data into IS/STAG.

Article 4
Publication of Final Theses, Their Reviews, Records of the Proceeding and Results
of the Thesis Defence

The final thesis, submitted by the applicant for defence, shall be published on the portal “UP
Study Agenda” (http://stag.upol.cz) in the section “Browse” and “Final thesis” at least five
working days before the defence takes place, unless its publication is contrary to the legal
obligation preventing publication of the final thesis in accordance with the Initial Provisions.
The aforementioned does not apply in the case of dissertations published in another way.

By submitting the final thesis, the author agrees to the publication of his/her thesis under
Paragraph 1 regardless of the result of the thesis defence.


http://stag.upol.cz/
http://stag.upol.cz/

3. Authorized staff of the particular workplace are obliged to ensure that the electronic version of
reviews (evaluations) of the final thesis is entered and published in IS/STAG in the section
“My study”, sub-section “Final Thesis”, observing the instructions provided in Attachment No.
4, or via the portal “UP Study Agenda” (http://stag.upol.cz) in the section “My teaching”, sub-
section “Thesis Evaluation”, and inform the student that the reviews of his/her final thesis have
been published. For dissertations, copies of the opponent reviews are sent to the student by the
Department for Science and Research. The Bachelor’s Thesis requires a minimum of one
review; the Master’s Thesis requires reviews by the thesis supervisor and the opponent; the
Rigorosum Thesis requires two opponent reviews. Dissertations are evaluated by a minimum of
two opponents appointed by the Dean of the particular faculty. Following the defence of the
final thesis, the Chair of the examination board ensures that the record of the proceedings and
result of the defence are entered into IS/STAG either in the form of a digital copy, i.e. a scan of
the record of the proceedings and result of the defence in pdf format, observing the instructions
set in Attachment No. 5, or by inserting or editing the text in IS/STAG, observing the
instructions set in Attachment No. 6. The record of the proceedings and result of the defence
entered into IS/STAG must include the result of the defence and the questions asked.

4. When entering reviews of the final thesis and the record of the proceedings and result of the
defence into IS/ISTAG, the UP staff is obliged to avoid scanning the signatures of any person. If
entering the record of the proceedings and the result of the defence into IS/STAG in the form of
a scan in the manner defined in Attachment No. 5, the UP staff is obliged to scan exclusively
the record of the proceedings and the result of the defence. Non-profit publication of final
theses, including their reviews and the the result of the defence, is done in the database “Final
thesis” accessible from the portal “UP Study Agenda” (http://stag.upol.cz) in the section
“Browse” and “Final thesis” (see Paragraph 1). Information may be filtered according to the
following criteria:

(3 Search final theses based an given parameter

Personal number Surname of student Student's status Thesis title

[ [ [% = e

Supervisor's suname  Reviewer's surname Key words (separate by comma) ~Key words in English

B B [ o

& Faculty appropriate to the Thesis department Department  Year of thesis assignment  Year of def. Type of thesis Thesis status Place of instruction

C— P @k P [ e 3 [ g

DStudents faculty  Programme Branch Academic year of Assignment  Academic year of Defense  Only Theses with incomplete

[% ] Fe [ [% = [% = [% | mandatory entries | S
Article 5

Final Provisions

1. This internal regulation invalidates the UP Rector’s Directive No. B3-09/3-PR “Method of
Assignment of the Topic, Submission and Registration of Data on Bachelor’s Thesis, Master’s
Thesis, Dissertation, and Rigorosum Thesis, and the Method of Their Publication” of 3
November 2009, including its Amendment No. 1 and Amendment No. 2.

2. This internal regulation comes into force and effect on the day of its publication.

In Olomouc on 30 November 2017

prof. Mgr. Jaroslav Miller, M.A., Ph.D.
Rector of UP
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Attachment No. 1

Instructions for UP Students for Assignment of the Final
(Qualification) Thesis

. Log into the portal “Study Agenda”.

. Select “My study” in the menu.

. Select “Final thesis”.

. In the portlet “Final thesis”, select the link “Fill in documents for registering the Bachelor’s
Thesis/Master’s Thesis/Dissertation”.

. Enter the data and save.

. Select the link “Print the document for Bachelor’s Thesis/Master’s Thesis/Dissertation
registration. Format: PDF”.

7. Print the required number of copies of the document, sign them, have them signed by the thesis

supervisor or tutor, and submit them to the Secretary of the particular department/institute.
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Step 1

W Portsl UPOL - Vitejte X
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Palacky University information system
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Login to portal: News
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fakulty Univerzity Palackého v

same login and password as in Portal UP. Furthermore, in case you Olomoudi

would have issues with logging in, please, use your university e-mail

Welcome to IS/STAG UP information system. You can log in using the
password or change the password in Portal UP in Edit my profile tab.
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Welcome to IS/STAG UP information system. You can log in using the same login and password as in Portal UP. Furthermore, in case you (Android) nebo AppStore (i0S).

would have issues with logging in, please, use your university e-mail password or change the password in Portal UP in Edit my profile tab.
Navod pro evaluaci najdete zde.

Dekujeme véem, kteff aktivn prispivaji jak ve fazi



Steps 2 -3
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Palacky University information system = Enter user name: SV

Welcome [[MEMOH Browse IS/STAG Quality of teaching  Applicant  STAG Info _Portal UP

Course of study

Tuition fees | & still outstanding 842 days of study remaining

Visualization of stu 2
o z 7 Max. duration of studies | &stil outstanding 1572 days remaining

_1-PRE

Remaining obligations

Registration for
. Fill in documents for registering master thesis.
examinations Form where you enter information for registering your master thesis.
(Thesis title supervisor, research plan and it of terature.)

data
My * Complete data about Master thesis.
Semestral works Form where you can change or complete data about your master thesis.
E.g. thesis title, keywords, appendices, annotations.
Pre-registration = Pprint document for Master thesis registration. Format: PDE (7
Graphical pre-
Teoetaten ) Tio: 1 you do ot wish the printed page to show header and footer generated by the browser, go to menu Fie - Page view and delete characters given for header and foater, Then print document.

Study group pre-

registration
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ECTS departures

ECTS arrivals

Quality evaluation
Student application forms
Automatic messages

Reminder

Steps 4 -5

Document for registration Master thesis
Fill in or edit following data

B Attention: in case you are copying text from MS Word files or simier, make sure all characters have been copied correctly, and correct manually if necessary. Your original document can be using a different language
encoding standard than the database (which uses IS0-8859-Latin2), and some characters can be copied incorrectly and replaced with replacement characters  for example question marks (79

Academic Year: | 2017/2018 ¥

Topic it in Czech (must be filed in)

-

(max. 1000 characters)

Topic in English

-

(max. 1000 characters)

surver

‘Theses Guidelines

(max. 4000 characters)

List of recommended literature

(max. 4000 characters)

After entering, don't forget to save. @



Step 6
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Attachment No. 2

The Procedure for Data Copying from the “Bachelor’s
Thesis/Master’s Thesis/Dissertation Assignment Form” to
IS/STAG by the Study Department or Authorized Workplaces

Diplomy, vysvédéeni - vystup do TEXu
Diglony 2

A IS/STAG

is-stag.zcu.cz

PFevod studentd na certifikatové programy
Certificity
Priglovani Gla certifikétu a tisk duplikatu. g

2Zépis o Zavér. Zkousce Nové prihlaseni
apis o statni zav. zkousce - vystup do TEXu
EoeSs S Ukonzeni aplikace

Jasen jako uzivatel i +2 do databaze stag2ol.upol.cz.
Vase role je Prorektor (REK:REK).
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Attachment No. 3

Instructions for Students for Submission of the Final Thesis
into STAG

Submission of the printed version of the final thesis and its registration into STAG must take place
on the same day within the submission term set by the respective faculty.

. Log into the portal “Study Agenda”.

. Select “My study” in the menu.

. Select “Final thesis”.

. Select the link “Complete data about the Bachelor’s Thesis/Master’s Thesis/Dissertation”.

. Fill in the data and save.

. Select the link “Electronic thesis submission form”. The maximum size of the file is 60 MB.
Please be aware that uploading a file of this size takes rather long with a slow Internet
connection. It is advisable to use the UP network.

. Select the type of file of the final thesis, select the file and upload it.

. Click “Save file” to save the final thesis file.

9. If the faculty demands a printed document “Data on the Bachelor’s Thesis/Master’s

Thesis/Dissertation”, select the link “Print data about final thesis in PDF format”, and print out

the document.
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Steps1-4

upport contact:

User supp:
Palacky University information system = Enter user name: (Y =T

@ Study Agenda Logged user: | ... =

Welcome Browse IS/STAG  Quality of teaching _ Applicant  STAG Info_ Portal UP

Course of study Information about user and his IS/STAG roles

Tuition fees | & still outstanding 842 days of study remaining
Max. duration of studies | & stil outstanding 1572 days remaining

Visualization of study = 1, Role /user | Student: |........J -PRF.

Remaining obligations

Registration for

* Fill in documents for reqistering master thesis.
examinations Form where you enter information for registering your master thesis.

(Thess tite,supervisor, research plan and lst of iterature.)

* Complete data about Master thesis.
Form where you can change or complete data about your master thesi.
£.. thess tie, keywords, appendices, annotations

* Print document for Master thesis registration. Format: PDE (7

My data

Semestral works

g
Graphical pre-
B Tip: If you do not wish the printed page to show header and footer generated by the browser, go to menu File - Page view and delete characters given for header and footer. Then print document.
registration

Study group pre-
registration

Final thesis

Plagiarism checking



Step 5

ta about final thesis: MASTER THESIS

Name | ..
Address C ~+~ Ceska Trebova
Pers.no. ...

Date of assignment | 15.08.2013
Expected date of submission | 15.07.2016
Date of submission  has not yet been submitted
Assigned topic  Mykologicky prizkum méstského parku Javorka v Ceské Trebové a PR Psi Kuchyné
Assigned topic in English | Mycological survey of Javorka town park in Ceské Trebové and natural reserve Dogs * Kitchen
Fill in or edit following data
(V3KP - university final thesis, i.e. either bachelor, master, rigorosum, dissertation or final thesis)

B3 Attention: in case you are copying text from MS Word files or simiar, make sure all characters have been copied correctly, and correct manually if necessary. Your T can be using a differ
encoding standard than the database (hich uses 1S0-8859-Latin2), and some characters can be copied incorrectly and replaced with replacement characters  for example question marks ("27)

‘B The following mandatory fields are not filled in for this Thesis. : Title in English, Annotation, Annotation in English, Length of thesis

Thesis tife

Bgicky bt

Zkum mEstského parku Javorka v Ces)

(max. 1000 characters)
the

The title of bein of the text. For theses written in foreign languages, titles should also be given in the same foreign language. The title entered here must match exactly
that printed on the front page of the thesis — stylistics, word order, speling.

Titlein Engish :

(max. 1000 characters)
Title in Engiish s a translation of the thesis title into Englsh. Tt must ahways be filed in (even when not printed on the front page).

Parallel name

(max. 1000 characters)

A parallel titie of a thesis is a tite in a language or alphabet different from the original tie. It should be filed in i its also printed on the front page of the thesis.
t shown in th

Subtitie

(max. 1000 characters)
A Subtitie complements the Title. It should be filled in if it is also printed on the front page of the thesis.
This information is not shown in the Diploma Supplement.

Annotation (brief thesis description) 1,

(max. 4000 characters)

Key words (separate by comma) - keyword help

(max. 4000 characters)

Annotation in English (brief thesis description) 1,

(max. 4000 characters)

English key words (separate by comma)

g e e ey
e . . e Es

(max. 4000 characters) [N



Endlosed appendices

SRR

(max. 4000 characters)
Spedify documents (floppy disks, maps, CD ROMs) endosed in the thesis, e.q.: “2 maps, 1 floppy disk”

Appendices bound in thesis
Specify what kinds of content does the thesis indlude. Options presented are: Ilustrations, graphs, charts, tables, maps, plans, musical scores, portraits.

Tiustration Maps [ Graphs [T Plans [~ Sheetmusic [T Schemes [~ Portraits [ Tables

Length of thesis 1,

Enter the last numbered page of the thesis. Please use Arabic and lowercase Roman numerals. If more types of numbering are used in the thesis, please list all of them. For ilustrated appendices bound in the thesis list the
number of pages. Example: 35 p. (63 000 characters), 5 p. ilust.app.

uage of thesis ¢

@3

After entering, don't forget to save. | |
inal thesis in electronic form

Philozené soubory: . 1o fies found

Assessment -

Final thesis reviews

Reviewer -

Reviewer's assessment -

Reviewer's report ||, 1o fles found

Supervisor | Sediéiové Michaela, doc. RNDr. Ph.D.
Supervisor's assessment -

Supervisor's report | ) o fles found

DOC - text file MS Word
other file type ... (RAR is not supported)

ZIP - compressed file

Date of submission _ has not yet been submitted
Assigned topic Mykologicky préizkum méstského parku Javorka v Ceské Trebové a PR Psi Kuchyn&
Assigned topicin English | Mycological survey of Javorka town park in Ceské Trebova and natural reserve Dogs * Kitchen

B No files uploaded yet.
File upload form

Type of file attached

rom the list of allowed types.

B
Prochazet... | Soubor nevybran.

» Maximum file size: 60.0 MB (= 61440 KB)
‘» Maximum permissble number of uploaded fles: 1

B The file is successfully saved only when you see a confirmation message in the green frame in the upper part of the portiet after saving. ‘il saved successfully’ If the message does not appear but information about the
saved fil is shown on the page (.. itk to download the file containing file name and size), make sure the file was saved correctly — you can do it by downloading the fle in question and opening it. If you find the file has
been corrupted, delete it and try to save it again.

Save file



Step 9

Thesis (S001) - IE—_—

Print data about final thesis in PDF format. (%
Data about final thesis: MASTER THESIS

Name SR
Address = ... =4, Ceska Trebova

Pers.no. .._... .-
Date of assignment = 15.08.2013
Expected date of submission  15.07.2016
Date of submission  has not yet been submitted
Assigned topic  Mykologicky priizkum méstského parku Javorka v Ceské Trebové a PR Psi Kuchyné
Assigned topic in English  Mycological survey of Javorka town park in Ceska Trebova and natural reserve Dogs * Kitchen

A Sample of the Printed Document

Univerzita Palackého v Olomouci Page: 12

Data about DIPLOMA STUDENT'S THESIS

Pers.no.: Date of assignment: 15.08.2013
Surname and name: - Expected date of submission: 15.07.2016
Branch/comb.: Ecology and Environmental Protection (EOZP) Date of submission: Has not been submitted
Assigned topic: Mykologicky' priizkum méstského parku Javorka v Ceské Trebové a PR Psi Kuchyné
Thesis status: Unfinished thesis
Data about final thesis

1. Main topic:

Mykologicky priizkum méstského parku Javorka v Ceské Trebové a PR Psi Kuchyné
2. Main topic in English:

Mycological survey of Javorka town park in Cesk4 Trebova and natural reserve Dogs” Kitchen
3. Title according to student:

Mykologicky priizkum méstského parku Javorka v Ceské Trebové a PR Psi Kuchyné
4. English title as given by the student:
5. Parallel name:
6. Subtitle:

7. Annotation (brief thesis description):
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